GLOSSARY OF TERMS FOR CAMPUSWIDE POLICIES
The definitions listed here should be used in all campuswide policies.  Note: this list will grow with time, so before you complete the Glossary section of your campuswide policy, check back with this site.  
Adjusted Cash Balance: The amount of money in a fund at the end of each quarter as determined by Office of the President accounting practices.

Administrative Official: A UC Berkeley employee to whom financial, administrative, or management responsibilities have been delegated, e.g. vice chancellor, provost, dean, department chair, principal investigator, director, or manager. 

Authentication: Proof that someone or something is who he, she, or it claims to be. 

Bank Account: A fund of money entrusted to a bank or other financial institution from which an authorized individual can make withdrawals.

Best Practice: The optimal solution to a business problem.
Building Master or Sub-Master Key Access: Possession of a mechanical device, such as a key or card, allowing entry to all or many parts of a facility.

Business Plan: A written document that details a proposed revenue-generating activity.  It includes, at minimum, a description of the activity and a comprehensive breakdown of costs and revenues.
California Department of Justice (DOJ) Rap Sheet: A summary of an individual’s criminal history maintained by the California Attorney General’s Office.

Campus Unit: A department, office, program, institute, center, project, or other academic or administrative entity that is part of the University of California, Berkeley.

Campuswide Policy:  A set of principles and procedures intended to govern actions affecting a broad range of the campus community.  A policy is considered campuswide if it has an impact on individuals in control units beyond that of the Responsible Executive or is of broad campus interest.  Policies restricted to the Academic Senate, or to department or unit operations, are not considered campuswide policies. 

Chart String: A set of numeric codes that comprise the standard means of entering and processing transactions in campus accounting systems.
Conflict of Interest: The entanglement of an individual’s private interests with professional obligations, such that an independent observer might reasonably question whether the individual’s professional actions or decisions are improperly influenced by considerations of personal financial impact.

Contact:  The name, email address, and/or telephone number of the individual most capable of answering questions about a matter in question. 
Control Unit: The administrative domain of a vice chancellor or provost.

Criminal Background Check: A process by which an individual is fingerprinted and the California Department of Justice and Federal Bureau of Investigation use those fingerprints to determine whether the individual has a criminal history.

Data: Factual material or information.

Data Custodian:  An individual or department responsible for the implementation of data systems and the technical management of data resources.

Data Dictionary: A tool that provides metadata or information about data.  A data dictionary describes the definitions, attributes, and context (e.g. proprietorship, business rules) of data elements within a data set.  Users of data often utilize a data dictionary to understand the meaning of data elements and to find instructions for the data elements’ proper use. Data dictionaries are essential for understanding information stored in data warehouses and have become increasingly important in XML-based Web applications. 

Data Integrator: An individual who manages a data resource that integrates the data of two or more Data Proprietors, one of which may be the Data Integrator.

Data Proprietor:  An individual or department with primary responsibility for determining the purpose and function of a data resource. Data Proprietors are sometimes incorrectly referred to as “Data Owners.” The University of California is the official owner of all campus data.

Data of Record: Data recognized by the campus as containing official information about a certain data type to which data users must reconcile when producing official or external to the department reports.  Data of record normally reside within a System of Record, which may or may not be the place in which the data originated.  Data of Record should be modified only with the consent of the Data Proprietor and only within the System of Record where the data officially resides. Data of record is required to be maintained, accurate, and timely. Campus systems should use data of record whenever possible and refresh data from the System of Record on a regular basis.

Department of Motor Vehicles (DMV) Pull Notice: A record maintained by the California Department of Motor Vehicles listing a driver’s vehicle-related accidents, convictions, failures to appear in court, and license suspensions or revocations.
Development.  Fundraising through donations to the campus.
Disaster Recovery Plan: A written plan for the resumption of campus business after a disaster. 

Education: The transmission of knowledge and skills from teachers or other competent sources to students.

E-Mail: Messages, usually text, sent from one person to another via computer.

Electronic Network: A group of two or more computerized communications devices linked together.
Encrypted: Translated into a secret code. 

Follow-On Agreement: A contract or other financial agreement stemming directly from a previous contract or financial agreement.

Gift.  A contribution to the University that is intended as a donation and is bestowed voluntarily and without expectation of tangible compensation. Normally gifts are awarded irrevocably. Restricted gifts come with conditions attached, usually requiring that the gift go to a specific campus program or project.  Unrestricted gifts come with no conditions attached.

Gift Fee.  The percentage of a gift’s value deducted from the gift to help fund critical campus needs, primarily campus development.

Guidelines: Shortcut, user-friendly versions of procedures, usually presented in a pamphlet, newsletter, or Web site.  

Independent Contractor: An individual or entity who is not a University employee and who provides specified goods or services in a self-determined manner.
Independent Consultant:- An individual or entity who is not a University employee and who provides a service for which neither the results nor the manner of performance are controlled by the University.

Listserv:  An email distribution list.  The list of email recipients can be compiled from an existing database, by asking people to sign up, or both.

Low-Value Purchase Authority: Permission for employees who have departmental authorization on file with the Berkeley Financial System Security Office or the Procurement Card program to make purchases on behalf of the department for equipment up to $1,500 and other items up to $2,500.
Minor: Any person under 18 years of age.

Moving Expenses: The reasonable costs incurred by an eligible employee when moving household goods and personal effects to a new residence. Such expenses also include the cost of travel to the University location for the individual and his or her immediate family. 
NAT (Network Address Translation): A standard that enables a local-area electronic network to use one set of Internet Protocol (IP) addresses for internal traffic and a second set of addresses for external traffic. Provides a type of firewall by hiding internal IP addresses. 

Networked Device: A computer, printer, wireless appliance, or other piece of equipment that can connect to and communicate over an electronic network. 

Office of Record: The office having responsibility for responding to information requests, meeting reporting requirements, responding to audits, and retaining records for specific types of data.
Personally Identifiable Information: Information that identifies or describes an individual, including but not limited to name, address, telephone number, social security number, credit card number, and personal characteristics that would make the individual’s identity easily discoverable. 

Policy: A set of principles intended to govern actions.
Policy Advisory Group (PAG): A standing committee with broad campus representation responsible for assisting in the formulation and review of campuswide policies and procedures.
Positive Results of Background Check: Results that show an individual has been convicted of a crime.

Procedures: The actions necessary to carry out a policy.
Proxy Service: A networked computer that filters requests to other computers.

Public Service: The dissemination of campus-developed knowledge and technology in a manner that benefits California and the nation.

Record: Any information recorded in any way, including, but not limited to, handwriting, print, computer media, video or audio tape, film, microfilm, and microfiche. 

Reimbursement: Payment for expenses or losses incurred.

Relocation Allowance: A series of payments intended to offset the high cost of living in California for eligible new employees moving from out of state. Such payments must be included in an individual's gross income as taxable wages but are excluded from covered compensation under the University of California Retirement Plan.
Research (Scholarly):  Investigation intended to extend the limits of human knowledge.
Responsible Executive: The Chancellor campus official responsible for developing campuswide policies within his or her area of jurisdiction.  
Responsible Office:  The office(s) that develops and administers a particular campuswide policy, and which is accountable for the policy’s accuracy, interpretation, and updating.

Restricted Data: Data whose use is restricted by law or by University or campus policy; or data that a Data Proprietor chooses to protect from general access or modification, even if such access may not be prohibited by law or University or campus policy. Types of restricted data include, but are not limited to, data that identifies or describes an individual and data to which unauthorized access, modification, or loss could seriously or adversely affect UC Berkeley, its partners, or the public.

Revenue-Generating Activity: a sale or service provided by a campus unit to an external customer at a price exceeding cost.

Sensitive Position: A job with responsibilities that can be criminally abused at great harm to the campus or members of the campus community.

Service Animal: Any guide dog, signal dog, or other animal trained to provide assistance to an individual with a disability. 
Service Provider: A unit, organization, or staffperson with responsibility for allowing access to any part of UC Berkeley’s electronic communications systems and services. 

Short-Term Investment Pool (STIP): A cash fund administered by the Treasurer of the Regents and invested daily in short-term securities.

SMTP Service: Electronic communication using “Simple Mail Transfer Protocol,” a protocol for sending e-mail messages between servers. 

Spam: Unsolicited bulk e-mail, usually advertising, sent to large numbers of people.

Standard: Something established by authority, custom, or general consent as a model or example.  

Student: An individual for whom UC Berkeley maintains student records and who: (a) is enrolled in or registered with a UC Berkeley academic program; (b) has completed the immediately preceding term, is not presently enrolled, and is eligible for re-enrollment; or (c) is on an approved educational leave or other approved leave status, or is on filing-fee status.

Student Records: Records that contain information directly related to a student and that are maintained by the University, the University of California Office of the President, or by any organization authorized to act on behalf of the University. Student records include, but are not limited to, academic evaluations, including student examination papers, transcripts, test scores and other academic records; general counseling and advising records; disciplinary records; and financial aid records, including student loan collection records.
Successor Contract: A contract or other financial agreement stemming directly from a previous contract or financial agreement.

Suitability for Employment: Meeting or exceeding the criteria for a position.

System Administrator: An individual responsible for configuration and maintenance of any device connected to the campus network.  This responsibility may occur at the level of a single device or for groups of devices and pertains to system administrators affiliated with the campus as well as to non-campus personnel serving the campus on an outsourced basis. In the absence of an assigned system administrator, the device user will be considered the system administrator.

System of Record: A system formally designated and used to provide official campus information for reporting and other purposes.

Systems Security Access: Permission to use software and devices designed to protect an electronic system’s integrity.

Unrelated Business Income: Income earned from business with no tangible relationship to the University of California’s missions of education, research, and public service.
Unrestricted Fund: a fund that can be used for any institutional purpose.
